Evidence Submission Services
Instructionsfor Send Response for Individual Case

Click the link, Send Response for Individual Case under the “ Evidence Submission
Services’ heading. Thiswill bring up a different webpage designed to transmit
information about your response. Unless you received requests from DDS electronically,
you should have the SSA/DDS MER request |etter readily available to complete the
processing steps.

If you receive the request from the DDS electronically you will be able to respond to the
reguest by following the instructions for Access Electronic requests under the
“Consultative Examination (CE) Services’ heading. If you are administrative staff,
follow the instructions for Access Doctor’s Electronic requeststo reply to the request.
These functions will allow you to view the request and respond using Send Response for
Individual Case.

Electronic Recor ds Express Home—Send Response for Individual Case
EN 8 «»[ulfE -@; ®
A Electronic Records Express - Microsoft Internet Explorer provided by IE6.0 SP1 > Alpha CI |'._||'E|E|
;'l

File Edit Wiew Favaorikes  Tools  Help

=% Messages |~ 0

eBack - @ - Iﬂ Iﬂ _‘lj /.-\J Search ‘i“:{Favurites € 2 57 - _I ﬁ ﬁ
Address | ] https: sacure. 5390w apps7 /ERE home. da v Beo ks >
Social Security Online Electronie Records Fxpress

www.socialse curity. gov Frequently Asked Questions User Instructions

Electronic Records Express Home
© Welcome to Electronic Records Express

Ruth Tren: . — . Bulletin Board
ruth trent@ssa. gov Evidence Submission Services
2109665454 Ent Response for Individual Case Updated 12/19/2007
SEnd Grouped Flles 3
Send Grouped Files Withat's New?
q 1 q q Ermail for mare informatian ar call tall free: 1-866-
Consultative Examination (CE) Services 6913061
Review / Submit CE Reports
From here you can also: Pickup Doctor's Transcription Reports
Prepare CE Report for Doctor
Iodify your account information Send CE Report _
Send CE Report(s) with Scanned Signature
a D Send CE Mo Show Response
Chande vour password Send CE Mo Show Response
T T — Document Exchange Services
S Access Electronic Reguests
Access Doctor's Electronic Requests
Send Transcription Report To Doctor
; Pickup Transcription Reports
For your security, please log out and Teacher Questionnaire
close all Internet windows when you are
finished Communication Services
Secure Messaging: Home Inbox
Communication Utility: Send E-Mail
&) Done 2 @ Intemet

P ; 3
14 start &) & | B noex FtOUse | - Electronic RecordsE. .. \W: Electronic Recor,,. | 3 Electronic Records Ex,.. | 0 Send Responss for L., ’g)GAW.iJ 342 AM



Step 1—Destination and Request | nfor mation
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Step 1—Destination and Request | nfor mation:
e Enter the three character Site code from the barcode. The Site code beginswith a
letter which isfollowed by two digits. If you make a mistake you may backspace
and enter the correct letter or digits;

or
Select the “ State” from the dropdown. After choosing the State, the Destination
list isrefreshed to only list the officesin the State you selected. Select the
“Destination” from the dropdown;

or
Just select the “ Destination” from the dropdown.

e OnceaDestination is selected, the “Yes’ button (at the bottom of the page)
answering the question, “Do you have records to submit for this case?’ is
automatically selected. If you do not wish to submit records, select the button
next to “No”.

e Obtain the following information from the request | etter:
o0 Enter the Social Security Number (SSN). Only files for one SSN can be
sent with this transaction.
o Enter the Request ID (RQID).



N

A maximum of eight (8) files may
be sent for oneindividual by
clicking the “add another file”

Thefollowing file formats are
accepted: .wpd, .doc, .docx, .jpg,
.bmp, .mdi, .txt, .rtf, xls, .xlsx,

0 Select the appropriate RF (Routing Field) option, or “No RF or No
Barcode’ if not displayed on the request | etter.

0 Select the appropriate DR (Document Return Code) option, or “No DR or
No Barcode” if not displayed on the request letter.

0 Enter the CS (Checksum Digits) if available, or leave thisfield blank if not
displayed on the request | etter.

e Select “ Continue” to go to the next step or select “ Cancel” to take you to the
homepage.
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Step 2—Attach and Upload Files or Provide Reason for not Transmitting Files:
o If“Yes” wasselected, you will be routed to the Send Response for
Individual Case —Attach and Upload Files page.
o If you selected “No”, you will be routed to the Send Response for Individual
Case —Provide Reason for not Transmitting Files page.

If “Yes’ was selected, Send Response for Individual Case—Attach and Upload Files,
follow these Step 2 instructions:
e Verify the accuracy of the information input in Step 1 against the information
displayed on your request letter. If any of the information is not correct, make the
corrections viathe input fields by selecting the “ Edit” button.



Select the “ Browse” button to select afileto send. (Do not send filesthat are
password protected.) The “Choose file” window will appear on your screen.

Locate the file you wish to send and click the file name with your mouse to
highlight the file name. The document’ s file name will be inserted into the “File
name” box at the bottom of the “Choose file” window.

Next click the “Open” button. The " Choose file” window will close and the
Electronic Records Express website will show the file name displayed in the box
to the left of the“ Browse...” button. If you have chosen the incorrect file, click
the “Clear File 1" button to clear the “File 1" field.

Select the “ Add Another File” button to send additional files. Up to eight files
may be added for this transaction. Only filesfor the SSN entered in Step 1 can
be sent with this transaction because thisisthe “ Send Response for I ndividual
Case” feature.

Type Comments, if needed. The Comment field is where you can provide
additional information. Type-in and/or cut-and-paste your text (up to three letter
size pages, approximately 16,000 characters) directly into the box provided.

Sdlect the “ Submit” button to forward the information to the Destination sl ected
in Step 1.

Continue to Step 3—Confirmation.



button. If changes need to be made, select the
Edit button to make changes.

Links **

www.socialse curity. ) Electronic Records Express Home User Instructions

Ruth Trent . Send Response for Individual Case
¢ Provide Reason for not transmitting files (Step 2 of 3)
o Select a Reason

Destination and request summan'™Nl pojaion. XX - DEMOITEST DDS [$99] SSN 111111111 for not
RQID: 111111111111111111111111 RF: P OO
DR s cs Transmitting
Files

Specify the reason for not adding Reason

files: '

11

Based on the rea{iore time needed (Indicate a new date in the Comments area provided) ents are

always optional. |Norecords found for requested timeframe
Mo recards found for this condition
Ferson is not my patient

You can type up to three letter size pages  Comments: Felease Form §27 is missing
(approximately 16,000 characters) of Release Form 827 is unacceplable
COMMents. Other
Type comments,
if needed or
required

&] Done 2 Intemet
i C
'}'i’ start e & | [B) nbox - Microseft out... 2} Electrani <Ex.. | BE FW:ElectonicRecor.. | @ Send Response far In... Q) () Amf: | o:szam
¢

If you selected “No” in Step 1, Send Response for Individual Case —Provide Reason
for not Transmitting Files, follow these Step 2 instructions:
e Verify the accuracy of the information input in Step 1 against the information
displayed on your request letter. If any of the information is not correct, make the
corrections viathe input fields by selecting the “ Edit” button.

e Select areason for not transmitting files. Based on the reason you select,
comments may be required. Otherwise, comments are always optional.

e Type Comments, if needed. Provide an explanation of why you are not
submitting records and any additional details. Type-in and/or cut-and-paste your
text (up to three letter size pages, approximately 16,000 characters) directly into
the box provided.

e Sdect the” Submit” button to forward the information to the Destination selected
in Step 1.

e Continueto Step 3—Confirmation.



Step 3—Confirmation
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Your information has been submitted and will be processed.
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Step 3—Confirmation
o After the website uploads, a confirmation page is displayed to notify you that the
transaction has been submitted. A confirmation number is generated for your
reference. The confirmation page indicates the specific files and/or comments
that were transmitted.

e Intheunlikely event that you do not receive the “ Confirmation” page, you should
resubmit the materials.

e |f you continue to have transmitting problems, contact the Electronic Records
Express Website Help Desk at EETechSupport@ssa.gov or 1-866-691-3061.

e If you have records to send for another individual, you can select the "Send
Another Response” button. Thiswill direct you to the webpage to enter
information to send records for another person. Please be sure to have the
SSA/DDS records request |etter available.


mailto:EETechSupport@ssa.gov

NOTE: Itisstrongly recommended that you print or take a screenshot

of the Confirmation page for your documentation. To print the
confirmation page, simply select “Print” located at the top right
corner of the page. This print link works the same asif you
selected File and Print from your browser’s menu.

Y ou cannot bookmark and save a confirmation page, and you will not be able to retrieve
a Confirmation Page at a later time from the SSA/DDS after exiting the Confirmation

Page webpage.

If the file you selected to transmit is O byte, or too large (over 50mb), arejection page
will be displayed. Choose“Try Again” to take you back to the previous page to adjust

the file and submit again.

AccessKeys:

This application contains access keys to improve navigation and provide information. Y ou

will find alist of these keysin the table below:

Button

Access Key

Add Another File

2 — 8 (number corresponds to the file
to be added)

Cancel

Continue

Edit

Home

Prior

Send Another Report

Send Another Response

Submit

Try Again

Qo= |~o|g|s|o|s

Other keyboard commands, hotkeys or access keys will vary based upon the browser and the
version of the browser that you are using. A list of these commands can be found in the Help
section of your browser. The Help feature can be located on the Menu bar of your browser or
by using the F1 function key on the keyboard. Any assistive devices that you may be using
will also have alist of these shortcut keysin their Help section.
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